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GEORGIA DEPARTYMENT OF HUMAN RESCGULALLS
OFFICE OF ADMINISTRATIVL SEKVICES
RECORDS MANAGEMENT UNIT

APPLICATION FOR RECORDS RETENTION SCHEDULE
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For instructions on oPmpiqting this form contact DHR Records Managament Unit, 47 Trinity Avenue, Atianta, Georgia
30334. Phone - (404) 6564976 GIST: 221498835 '
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OHR [ 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES - ARCHIVES /ES AND HISTORY )
Applicstion Date ' Division of Human Development APP““W“ N“'“bﬁf
January 6, 1982 Energy Assistance Unit - Room. - 5
Application Number —1 618 Ponce de Leon Ave., N.E. m‘ﬁmawﬁ " T Date Compieted
DHR 82-4 Atlanta, Georgia 30308 , JAN ” 1982 | FEp 1 1980
{2 Person to Contact T “"",’““"",“"W‘J}‘i??&;«rm: T “Teiephone Numbar
Fran Buchanan Dlrector, _Energzr iggistaqce Unit 894:51_323:’_ ]
3. Actior Requested - '
a. X1 Establish Retantion Schedule; record will continue to accumulste.
-b. L[] Disposs of prasent sccumulation; no further sccumuletion anticipatad. .
c. [JAmend Application No. Check One: [ Change; [ Supercede; [ Void
4. Dewes of Series 5. Records Series Title (foffowed by title used in office; i ditfersnt) o
Eactiont Lotes ) '
7/1/79 | continuing Energy Assistance Application Files
6. Divition and Office Function What is the function of the Division and the Office in which this record series is created? |

The Division of Human Development supervises the Council on Aging, the Units for Energy
Assistance, Economic Opportunity, and Transportation, and the Sections for Aging and
Child Development.

The Energy Assistance Unit has the responsibility to help eligible residents of Georgla
with home energy costs. ' =
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- 9. Annual Rate of Aowmulmon or Records

7. -Records Series Description ‘This file contains tha follow:ng documants fmduda e form . numben and titles, it any); Attaa“é‘n‘;a;c;f the file. )
Documents relating to: Processing applications (from residents of Georgla) for £ inancial help
with home energy costs through Federal grants. : e

Inciuded are: form 6000 {Rev. 10-81} [Application for Energy Assistance Program] - a three-part form
which shows name and address of applicant; benefits being received by any houysehold member
{Supplemeantal Security Income, Food Stamps, Veteran’'s -benefits}); Primary source of income

‘insurance, pension, etc); Meonthiy/Annual income and Income level; applicant’s phone number,
‘mge, sex, ethnic group; number of people in housheld 60 and oider; number of handicappsd In
household; number of children B and under; any member ofF housshold hou-ebound. type of

The Srhath sF SR04 Center),

approved aspplications: numo'r!callv by system reference number assigned by Unit --
disapprovad appllcntions.; numerlcaily by County DFACS agency coads,.

LY

6. Monthly Reference Rate 7 Howoftenareracords referred'.owmchm ‘ ' S
Onetosixmonthsold _=_'_.__ : Seven 1o tweive montns okd ".;  Thirteen to twentyfour monthsold ___—___ ;
“""W'uw"'o"th'wom'—-—-———- ? approximataly 160,000 applicatlons received per yaear,

{Social Security, Railroad Retirement, wages, S$S5I, Publlc Assistance, self-employment, unsmployment

fua! used most for houssehold heating (natural gas, LP or bottlad gas, -electricity, fuel oil, kerosene,
coal or coke, wood) -Living gQuarters - rented, owned, or pubiic housing and arrangement for pay-
ment of utilities; - Enargy Supplier name and addreu, wendor tode and actount mumber. Appll-
cant’s signature - of understanding of Georgia Code Annctated 28-240B ‘concerning fraudulent state-
ments or c¢taims. - Whether or not application is approved or disapproved; signaturas of nforkar
. pnd- .the locat ugencv: application date, date suthorized; and date received by EAUV,
Note: form 6000 (legal size page) [Applicatlon for Energy Assistance Program]; form 600!
Application for ECAP Emargency Assistancel; and form 6012 {Application for Summer Enargy
Assistance Program] wlill be discontinued; however,.,will be included in the first transfer toc the

approximately
Lattersize drawers H Lagal-!l‘:ii drowers :  Shelvas ~ : Other [Specify) 3 _2“55:'; _f_i,:__s e
o - T~ ~, = ' =
Formm {7-78) e, 2T N X L L 2 (owen)



{ YES | NO j10. Questionnaire _(Placs an “X'"in the preper eefurn)

i ! 8. ls this the officisl copy of the sevies? -
fi X I not, whara Is it? J
i ! b. Dn-si the uria eona'n confidential mfarmsﬂm requiring secu ndhng? If yos, citg law or reguletion, '
x . records contain client names X At 228,10 !
— . Ty
X | e hthhavileord? — .
X | d Doas this sevias heve historical or iong term resssroh uiuc? i
e e —— . e e R R B e i 4
e, Whsn one or twa documann in the file make it necessaty to keep the entire ﬂb for | long p.nod oou.d thase documents :
| be E-“vidkelod mpsrately? “ﬂ,
3 x J f. || the infi lnformtlon mnmnod m thu seriss ever pubushed? lf yes,. ltuch oopy.
(VD S S J U -
g. Is the information contained in this seriss ever snalyzed and/or reciced In 8 sumimarized report?
H yeos, atiach oopy. - o _ e
h. is thers a duplication of ﬂm sBrias in your office, or in anothar office or noe'\cv?
X . Hym, whaia? portions in various county offices
ii_] I. h thisu;r-es (or . ma}or poman of :‘t} ra_gu'a:ly microfiimed? 3
X L "] i Dostthe record mries result in a computer mrintout? information from ‘application form 6000 -
11. Retantion Roquénmnu ' The following requires the sacies to be kept:
] . Mo e m o e e e U ]
a. State Law ¥ e, YGarS. ) d Audlt porlod —_——— L YRATE.
b. Sttute of limitstion — . YEaTS. .. Adm!-;uma:.w naed —e years.
¢ Federal laws e, YOTS, - t,  Fedaral retention Instructions ____'_3__,_.years.
Attach copy or exceipt of tawe or regulstions. Exphein ndminimstivc need,

e e e - —— e e e — e e - [———

TApprqwd Disposition Instructions “This agencv rwamrmnd: that the file series be cut off at tha end of sach:
Clc:londxr Year; KlFiscal Year; DOther . . . . S - then,

Em;‘rgy %%%tStance Offlce (Federal - September .30)

EOHI;% inthe currant filesares . menth(s) 1 year{s); then

(3 Transfar to local holding ares; hold — . yesrls); then

Transter to Stawe Records Center; hoid .2 __ veer(s); then

Destroy

{3 Transter to State Archives for permanent retentisn,

0 Other {Specify) o

County Offices

Cut off file at end of each State Fiscal year
(June 30), hold three years, then destroy,- -
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Co mputer printout

, Same cut of f period as respective periods S
for the Appllcation Flles. P , o
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- Thesa instructions apply to all prior and futurs accumulastiens of the series.
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